DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL AUTHORIZATION CROSSING IDL

TM-2 PREPARER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

CREATE A TRAVEL AUTHORIZATION CROSSING THE INTERNATIONAL DATELINE

This document contains instructions for creating an authorization for a trip, which crosses the
International Dateline.

Trip Information

1. Itinerary

A Traveler leaves to attend training from San Francisco, CA, on April 11, 2002, to go to
Toyama, Japan. The Traveler arrives in Japan on April 13, 2002, and stays until April
19. The Traveler leaves Japan April 19 and arrives home on April 19, 2002.

2. Ticketed Transportation
Plane ticket cost is $1,600.00.
3. Lodging/M&IE

Lodging/M&IE rates for Japan are 92/80 and will apply April 13 through April 19.
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A. CREATE A NEW DOCUMENT

1. Click the Create a New Document link on the Document Processing Toolbar on the left
side of the page. The New Document page will be displayed, as shown below.

Setup Reports  Logout Help Document Preparation
s New Document
Susie L. Smith Quick Tip For this Document you can:
Traveler: Toselect a traveler, click on the EID or Traveler Name lookup button

Add Traweler Ilu Travel Manager
Document Type @I Authorization - l Auto Name Itnis Document

* Create a New

Docurmert hame |

Document create | this bosument
[ Open Existing Document ssHD| El
[ Review Dacumants Traveler Name Ele

[} Delete Documents
[ Copy bocument

[ Import Documents

2. Select Authorization from the Document Type drop down list.

Authorization ;I

Sutharization

WWoucher

Lacal Waoucher
Amendment

Waucher fram Authorization

3. Click in the Document Name field and enter a name consisting of the Center ID
(example: 24), hyphen(-), Org Code (example: XX (2 characters)), Date of departure
(example: 032602 (MM-DD-YY), and the traveler’s initials (example: XXX (2-3
initials)). Up to 14 characters can be entered. Example: 24-XX032602JD.

4. If known, the Traveler’s Social Security Number can be entered into the SSN field. The

SSN Lookup or Traveler Name Lookup icon [E7 can be clicked to retrieve the desired
Traveler.

5. Click the Traveler Name Lookup icon . The Search Criteria page will be

displayed.
Setup __Reports __ Logout __Help Document Preparation
User: Enter Search Criteria
Susie L. Smith Last Name | Search |

Traveler: Cancel I

Search Results

b
Create a New Search Results

Documert Cbame —— Riame i ew ]
[> Bpen Existing Document Appraver Westan 122-33.0004
[ Review Documents DOE JANE 122330000
DOE JOHN 122-33-0001
[> Delete Documents Freparar Vider L 422320002
Smith Susie 423330006

[» Copy D

b

6. Click in the Last Name field and type the Traveler’s last name or a portion of it; for
example: tra for “Traveler”.
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7. Click the button, to the right of the Last Name field. All Traveler names
beginning with the letters entered that are available to the Preparer will be displayed.

8. Click the Next 20 and/or Prev 20 links under the Search Results area on the right to
scroll through the list of names if necessary.

Document Preparation

Setup Reports  Logout Help

User: Enter Search Criteria

Susie L. Smith Last Name [d _search |
Traveler: Cancel
Search Results Click an an entn
»
(I;reate a"hllew- Search Results Frew 20 Hest 20
WLine Last Hame First Hame T
[> Dpen Existing Documant noE JANE 122.332.0000
[ Review Documants DOE JOHN 122-33-0001

9. Click the SSN of the desired Traveler. The New Document page will be displayed again
with the selected Traveler’s SSN and Traveler Name fields filled.

. ¢ eleo
Travet Marager*s.0

Document Preparation

LR New Document
Susan Smith Quick Tip For this Document you can:
Traveler: Toselect a traveler, olick on the S5N or Traweler Name lookup button. Enter the Document name as: Center ID-Chyphen)
Organization Code MM-DD (month-day to begin travel) State, City, of Country of destination. Acld Traveler |m Travel Manager
Austo Mame i
} Create a New Docurnent Type@'Autnmization = __suto tame_|this Dacument
Document Dacumart Hams @ EEEITTIET Creste |this Document

[> Open Existing Document

[> Review Dosuments 55H @ |240-00-0001 B
Traveler Name  Doe, John [

[> Delete Documents
[» Copy Document

[» Impart Documents

10. Click the this Document button in the ‘For this Document you can:’ area in the
top right. The Itinerary Information page will be displayed.
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B. ITINERARY

Document Preparation

User: Ttinerary Information for 24-XX04-11JPN
Susan Smith Quick Tip
Traveler: The Begin Travel and End Travel fields must be completed before a per diem location can be added. Remember to save your tinerary before [E] e
cusan i continuing ¥
usan S
[» Authorization: 24-XX04-
11JPH
« Docurent Summary Trip Information
« Traveler Travel Authorization Humber Auth Date [575z 5007
+ Hi

= Ticketed Trans

Description Trip Ho 1
« Expenzes
= LodgingMEIE
« Accounting Departure and Return Information

o Pen i @ bepart [ bepartselection 3]
= Comments

= Document Status

= Perfarm Pre-Audits Trip Duration Multiple days *

= Previews Document Comments ‘ u

= Export Documert

= Close Document Per Diem Locations

[ Replace ALL lodging and M&IE information on this document. Add Location

1. Select Training from the Purpose pull down list.

TRAINING =

CONFEREMCE ATTENDANCE
MEETING

OTHER iz belown)
FRESENTATION

SITE WISIT

2. Inthe Description free form text box enter ‘Trip to Toyama, Japan’. It is important to
enter a description because it is used for reporting purposes.

3. Select Single from the trip Type pull down list.

SINGLE -

EXTEMDED TDw1
LOA

LOA (MO COST)
WO COST

4. Enter the Begin Travel and End Travel dates: 04/11/02—-04/19/02. Click the Calendar
icon to select the appropriate dates or enter the dates in the fields.

5. Select RES: Residence, USA from the Depart Selection and Return Selection pull
down lists.

RES: Residence, USA = |

NASA
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6. Multiple Days has been automatically selected in the Trip Duration pull down list.
Multiple Days will default for any trip greater than 2 days.

Multiple days |

12 hours or Less
12-24 hrs no lodging
12-24 hrs with lodging

7. Click the button to the right of the Comments field. The default comment
“Voucher due 5 days after completion of your trip” will display in the Comments field.

NOTE
Click the button, to the right of the Comments box before typing additional

comments. All comments will be erased and replaced with the preset comments when the

button is clicked.

8. Enter any additional comments necessary after the preset comment to alert reviewers or
approvers of any special conditions that may require approval or justification.

™ 8.0 Web Application - Netscape =& 5[

File Edit Yiew Go  Communicator  Help

Hig\lﬁad%@fﬁi

Back Fopward  Reload Home Search  Metscape  Print Security Shop Stop
|:| w! " Bockmarks A Nelsita:lhltps /fitmptrylifmp.nasa. govAwensa A Service="wSpedev/docprep login.w d @'What's Related |
T
vA
Gelco
“Traven M&n‘a‘ger"B (1]
Setup Reports  Logout Help Document Preparation
iz Itinerary Information for 24-XX0411021D
Susan Smith Quick Tip For this Document you can:
Traveler: The Begin Trawel and End Travel fields must be completed before a per diem loeation can be added. Remember to save
your itinerary before continuing. _Save | tinerary
John Doe Back | _Cortinue |

[» Authorization
24-¥¥04110240

Trip Information
= Document Summary

= Traveler Travel Authorization Number Auth Date [07/17/2002
" (mmiededtypyy]
= ltinerary
Purpose ISITE VISIT =l Type | SINGLE -I

= Ticketed Trans

« Expenses Deseription  [rr e Toyama, Japan :l
= Ladging/M&IE >
: 14 »

= Accounting

= Totals
Departure and Return Information
= Comments

Trip Ho 1

= Document Status Begmfgjm'y] © [oarzooz = Depart [RES: Rosamand, CA Depart Selection [RES: Resamond, CA <]
- Partorm Pre-fudits

End Travel gy [oaroizonz = Return  [RES: Rosamond, CA Return Selection | RES: Rosamond, CA =
- Praview Documant [mmiddtyyy) |
- Export Dacument Trip Duration Whultiple days -
- Cloze Document

Comments Vousher due 5 days atter completion of yourtrip 4 |

_l;l |
| i Freset

Per Diem Locations

[T Replzce ALL lodging and M&IE infor mation on this document Add Losation | =

ElEs |Document: Done EE A = e R A

st | A 50 @ E LS B | @ s H=2dB5 sam

9. Click the |_#dd Location Ibutton, in the Per Diem Locations area at the bottom of the
page to add a location. The Add Per Diem Location to Trip page will be displayed.
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C. ADD PER

DIEM LOCATION TO TRIP

powered by

Ty

[
Infarmation Nefwark”

Setup  Reports

User:

Suzan Smith
Traveler:

John Doe
[ Autharization:
24-¥¥044102JD

= Document Summany
= Traveler

* tinerary

= Ticketed Trans

= Expenses

= Lodging/hiaE

= Accounting

= Totals

= Comments

= Document Status
= Ferform Pre-Audits
= Preview Document

= Esport Document

= Close Document

e
= /_Gelco
Traver Marager®s.0

Logout  Help Document Preparation

Add Per Diem Location to Trip 24-XX0411021D

8

Quick Tip For this Document you can:

Type the per diem location and click the Search button.

Arrival Date @ [Dar1o/2002
1

[mm ety

Save

Location

Close |without Saving Location

Departure Date @ [019/2002
[mmtddtyppy)
Per Diem Location @ | Search Lookup

Unlisted Lacation |
Seleat Unlisted l_—[
State e
Selact Per Diem

M=

Location

1.

Click in the Arrival Date field and change the arrival date to 04/13/02.

2. Click the Lookup link beside the Per Diem field. The Per Diem Lookup page will be
displayed.

powered b5
6B P
Infarmation Nefwork”

Setup__ Reports

User:

Susan Smith
Traveler:

John Doe
[> Authorization:
24430411020

= Document Summany
= Traveler

* ftinerary

= Ticketed Trans

= Expenses

= Lodging/hiadE

= Agcounting

= Totals

= Comments

= Document Status
= Perform Pre-Audits
= Freview Document
= Export Document

= Cloze Document

v
i /_ Gelco
Travel Marager®s.0

Logout  Help Document Preparation

Per Diem Lookup for 24-XX041 10210

% Quick Tip
Close I without Selecting Location

Select State/Country from the drap-down list. Select from the list of available [ocations in the Location field. Click Rate to
Select Per Diem Location

wiew the per diem rates.
=l Looation =

-

For this Document you can:

Select I PerDiem Location

State/Courtry

HONDURAS
HONG KONG
HUNGARY
ICELAND
IDAHO
ILLINDIS
INDLA
INDLANA
INDONES|A
10WpA,

IRAMN

IRAQ
IRELARD
ISRAEL
ITALY
MWORY COAST
A A A

JERUSALEM
JOHMSTON ATOLL ¥

3. Select Japan in the State/Country pull down list.
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4. Select Toyama in the Location pull down list.

SHIGA -
SHINAGANA,
SHINJUKU
SUGINAMI
SUMIDA
TACHIKANA
TAITO
TARAMATSU
TARATAMA
TOKUSHIMA
TOKYO CITY
TOKYO-TO
TORI STATION
TOSHIMA
TOTTORI

TOVONAKA Eg J
TsU

US NAVAL HOSPITAL, OKINAWNA
US NAVAL JOINT SERV ACT b

5. Click the Per Diem Location button in the ‘For this Document you can:’ area
in the top right. The Per Diem Lookup page will redisplay with the country and city

entered and the button added below the country.

ooy o Gelco
Galeo % ;- e~ ‘ o
¥ S Travel Marager®s.0
Setup Reports  Logout Help Document Preparation
Wszre Per Diem Lookup for 24-XX0411021D
SsEm St Quick Tip For this Document you can:
Traveler: Select State/Country from the drop-down list. Select from the list of available lacations in the Lacation field. Click Rate ta ' )
wiewthe per diem rates. Select | FerDism Location
Jehn Doe Close | without Selecting Location

[ Autharization:
24-¥¥044102JD

Select Per Diem Location
= Document Summany

= Traveler stateiCountry [ JAPAN =1 Location | TOraRA =
» tinera
= Ticksted Trans

Rate

= Expenses

= Lodging/M&IE

= Accaunting

= Totals

= Comments

= Document Status
= Perform Pre-Audits
= Preview Dacument
= Export Document

= Close Document
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6. Click the button located below the country entry. The Location Rate Detail
page will be displayed.

) V)
o T, e = [ _G8lCo
Infarmation Network" Travel Méarager®s.0
Document Preparation
User: - -
Location Rate Detail for TOYAMA, JAPAN
Susan Smith Quick Tip
Traveler: These ara the currant Par Diem rates for the salacted Location.
John Doe Rate Amounts

[ Authorization

241304110210 Effective 040102 Lodging  $109.00

e nE ST Expiration 052102 ME&IE $21.00

= Traveler Seasonal Rate M & IE Breakouts

* tineral Start 0101 EBreskast $14.00

= Ticketed Trans End  12i31 Lunch  $22.00

- Expanzes Name  N& Dinner  $36.00

« LodgingiM&IE Incidental  $12.00

= Accounting Comments

= Totals Nane

= Commants

= Document Status

= Perform Pre-udits

= Preview Dacument

= Export Document

= Close Dacument

7. Note the rates for Toyama, Japan, are 92/80. Click the button in the ‘For this
Document you can:’ area in the top right.

VA

Gilen %, e r—— /_Belco
Infarmation Network Travel Mén‘a‘geFB‘O
Setup  Reports Logouwt  Help Document Preparation
s Per Diem Lookup for 24-¥XX0411021D
Suzan Smith % Quick Tip For this Document you can:
Traveler: Select State/Country from the drap-down list. Selact from the list of available Ioeations in the Losation field. Click Rate to " ,
T p T L
John Doe Close | without Selecting Location

[> Authorization:
24.%3%041102J0

Select Per m tion
= Document Summany
& el State/Courtry [ JAPAN =1 Locstion | TOYAMA =1l
F tinerary

= Ticketed Trans Rate

= Expenses

= Lodging/M&IE

= Accounting

= Totals

= Commants

= Document Status
= Perform Pre-Audits
= Preview Dacumant
= Export Document

= Cloze Document
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8. Click the Per Diem Location in the ‘For this Document you can:’ area in the
top right. The Add Per Diem Location Trip page will be displayed.

povered b/
Gen % 7 e
T’

Infarmation Netiwark”

Setup Reports  Logout

User:

Susan Smith
Traveler:

John Do
[> Authorization:
24304110240

= Document Summary
= Traveler

» ttinerary

= Ticketed Trans

= Expenses

= Lodging/MEIE

= Accaunting

= Totals

= Commants

= Document Status
= Perform Pre-Audits
= Preview Dacument
= Export Document

= Close Document

I-iulp::
Add Per Diem Location to Trip 24-XX0411021D

"o
s~ /. Gelco
Travel Marager®s.0

" Document Preparation

Quick Tip
Type the per diem losation and clidk the Search button.

Arrival Date @ [04418/2002

[mmiddlyyyy]
Departure Date @@ |04/1202002
mmidedtyyyy]

Per Diem Location @ [TOVAMAJPN Search Lookup

Unlisted Lacation [
Select Unlisted
State -

Select Per Diem
Location

For this Document you can:

Save I Lacation

Close |without Sawing Location

9. Click the Location button in the ‘For this Document you can:’ area in the top
right. The Itinerary Information page will be displayed again showing TOYAMA, JPN
in the Per Diem Locations area at the bottom of the page.

10. Click the Itinerary button in the ‘For this Document you can:’ area in the top
right. This will save the document to the database. The Itinerary Information page will
be redisplayed.

User:

Susan Smith
Traveler:

John Doe
Authorization
24-H¥0411021D

= Document Summary
= Traveler

» tinerary

= Ticketad Trans

- Expanzes

= Lodging/M&IE

- Azeounting

= Totals

- Commants

= Document Status
= Parform Pre-Audits
= Praview Documant
= Export Dosument

= Cloze Document

Itinerary Information for 24-X¥0411021D

VR
s/, Gelco
Travel Méanager*s.0

Nnriiment Drenaratinn
a

Quick Tip
The Begin Travel and End Travel fields must ba completed before a per diem location can be added. Remembarto save
your itinerary befare continuing.

Trip Information
Auth Oate [07/47,2002

Travel Authorization Number
[mmtddtypny]

Furpose | SITE VISIT |
Dasoription I:p to Toyama, Japan =]
l

o

Trip Mo 1

Departure and Return Information
Depart Selection [RES: Resamond, CA <]
Return Selection | RES: Resamond, CA -I

Be?m,x;ﬁjb,@ [oarrza0z Depart [RES: Rosamond, CA
Erd Tavel @ oo [
\mm.‘ddh--;-;-;:© 0/18/2002
Wultipls days ¥

Comments. \Voucher due 5 days after complation of yourtrip & |
| q

Return  [RES: Reosamond, CA

Trip Duration

-

ol g

Per Diem Locations

[T Replzce ALL lodging and M&IE infor mation on this document

7 %

0411402

ToOrAMA JPN

Type | SINGLE - I

For this Document you can:

Save | Hinerary
Back | Cortinue |

Add Location I

041902
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NOTE

Once the travel document is saved, the Open Existing Document link, on the Document
Processing Toolbar on the left side of the page, can be used to reenter the document to
make changes or to view the document.

11. Click the Traveler link on the Document Processing Toolbar on the left side of the page.
The Update Traveler Information page will be displayed.
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D. TRAVELER

powered b2y
= e

-
. ; c— /. Gelco
e oo etk Trate! MANager*s.0

Nnrnment Prenaratinn
a

LEEs Update Traveler Information for 24-XX041102JD

e B Quick Tip For this Document you can:
Traveler:
To apply traveler information shangesto all documents, select Apply Changes Globally. - [P ———
mjl?'vr;rr‘ifauh!nn Save | Profile Changes
24-%¥041102JD Close | without Saving Profile Changes

= Dosument Summarny

raveler's Personal Data

Information  Trawel Pre

F Traveler
= ltinerany Personal Infor mation
= Ticketed Trans sen @ 2a0.00.0001 Fresert Station  [DFRC -
= Expanses &
Sponsar S5N - P
ganization -] _setomg |
= Lodging/M&IE L2}
Name
= Asoaunting Prirted Org  [24.x
« Totals Last Name @ [Doe
Title/Rank |
mhoRment First Name @ [John Middle Initial |
Gender -

= Document Status Y Charge Card I CARD HOLDER - I

= Perform Pre-Audits
Routing List

= Preview Document

= Export Dosument

= Cloge Document

Street Address | Name |

| Fhore |

City [Resamond

State  [Ca zip |

Phore |

City of Residence  [Rosamond State |EA

S El

NOTE

There are five (5) Traveler data areas on this page. Only the Traveler’s Personal Data
and the Agency Defined Miscellaneous Data areas are covered here.

The Traveler’s organization affects the routing for this document. If a different
organization is funding the trip, the organization value must be changed on the
document when it is created. The Traveler cannot change routing.

Select the correct routing or contact the Help Desk if a new routing must be created.

1. To change the Traveler’s organization:

a. Select the desired value from the Organization pull down list.

b. Click the button to the right of the Organization field.
Change the Printed Org value to reflect the organization selected.

d. Select the correct routing list from the Routing List pull down list. Only the
routing lists of the organization selected are available.
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2. Select the foreign routing list (example 24-XX) in the Personal Information section of
the Traveler's Personal Data area to ensure the Centralized Travel Office (CTO) is in
the routing list for approval. If the appropriate routing list is not in the Traveler’s profile,
call the Help Desk.

3. The Charge Card field must display the charge card status of the Traveler.
4. Scroll to the bottom of the page to the Agency Defined Miscellaneous Data area.

5. Enter the name and phone number of the person preparing the authorization in the
Prepared By field.

= Export Document

= Cloze Document

Prepared By fmitht
Location 22
ExemptiNonExemp [nonewemp] |
Dosumert Mamer [
wiDMamger [
Mo [

-

6. The Exempt/NonExempt field is pre-filled with the Traveler’s exemption status loaded
from the NASA Personnel Payroll System (NPPS).

7. The Document Number field may be used to associate the document to the financial
system.

8. The Misc-1 field will be used by HR to indicate training log number.

9. Scroll to the top of the page.

NOTE

If the Apply Changes Globally check box is checked in the ‘For this Document you can:’
area, the changes will be applied to the primary Traveler record. If left unchecked, the
Traveler changes will be applied to the Traveler’s information only for this document.

10. Click the Profile Changes button in the ‘For this Document you can:’ area in the
top right. The Document Summary page will be displayed.

11. Review the information on the Document Summary page.

12. Click the Ticketed Trans Details link near the top of the Document Summary page, or
the Ticketed Trans link on the Document Processing Toolbar on the left side of the
page. The Ticketed Transportation page will be displayed.
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E. TICKETED TRANSPORTATION

powered by /%)

Glen ~e e
Infarmation Nefwork”

Ticketed Transportation for Authorization 24-XX0411021D

= /_Gelco
Travel Marager®s.0

Nnrniment Prenaratinn

[» Authorization
24-X¥041102J0

Ticket Mo

= Document Summany
= Traveler
= ltinerary

* Ticketed Trans

User:
Susan Smith Quick Tip
Traveler: To enter ticket information, elick Add. Previously entered ticket information can be edited with the (Pencil icon) or deleted
with the (X icon).
John Doe

For this Document you can:

Mdl Ticket
Back Continue I

CR CcL Tax

1. Click on the Ticket button, in the ‘For this Document you can:’ area in the top
right, to enter ticket information. The Add Ticket Information page will be displayed.

Add Ticket Information for 24-XX041 10210

v
g /- Gelco
Travel Manager*8.0

Nnrnment Prenaratinn

= Document Status
= Perform Pre-Audits
= Preview Document

= Export Document

User:
Susan Smith Quick Tip For this Document you can:
Traveler: To enter departure and arival aiports, olick the Depart From and Arive At loskup buttons. 5
Use Foreign Caloulstor
John Do Type [AIR v Ticket value [0.00 b

. Authorization: Lookup Credit Card Expenses
24.%%041102.J0 Ticket No [See Itinerary 1

Do nnt Summe Dep Date 041172002 Description [COMMERCIAL AIR EI Current Tidvet

(mmiddtyyyy) —
= Travelar Carrier | Issue Date Close Iwilhuul Saving Updates
{mmd i)
= ltinerary Ticket Date [07/17/2002
{mm i) -

» Ticketed Trans Cost Options

- Expenses Depart From | [Ele o Reimbursable

- Lodging/MadE frrive | [Ele [ Taxable

= Aiccounting Cortract Fare o000 Cass| Expense ooy caRiER

= Totals Category

Contract Carrier | Corfirmation No Pt | =
.c s TRAVELER =
G Cost ID o0 Method

wendar I(Nonej =

= Close Document

2. Select AIR from the Type pull down list. AIR is the default. The Description field to

the right will pre-fill according to the ticket type selected.

3. Press [Tab] to move to the Ticket Value field. Enter 1600.

4. Press [Tab]. The system will automatically copy the Ticket Value to the Cost field after

pressing [Tab].

5. The Ticket No: field is automatically filled with “See Itinerary 1” if AIR is selected. It
is a note to the Traveler to refer to the detailed itinerary from the travel agent. The ticket

08/02/02 TM-2, V1.1
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number may be entered. Each ticket number must be unique if there is more than one
ticket on the authorization.

6. Review the Cost Options on the right. Note the following:
a. The Reimbursable check box is checked.

b. TRAVELER is the default reimbursable payment method in the Pmt Method pull
down list. If any other payment type is selected, the expense cost will not be
reimbursed to the Traveler.

TRAVELER
iTRAWELER
CENTRALBILLED CHARGECARD
IM-KIND
sOvCEo
PAYMENT REgﬁ;‘é‘g}?}?LE EXPLANATION
METHOD
P ————SM——M—i—li—————i——i——————_i—i————l—t—i
Traveler Yes Reimbursable to Traveler.
Central billed
Charge card Not Reimbursable to Traveler. Paid
(CBA) No by Government.

Not Reimbursable to Traveler.
In-Kind No Provided at No Cost to Government.

Not Reimbursable to Traveler.
Reimbursable directly to Traveler’s
GOVCC Yes Government Credit Card Account.

NOTE

All remaining fields on the Add Ticket Information page are optional with the exception of
the Class field if the Traveler is using a First Class or Business ticket.

7. Click the Current Ticket button in the ‘For this Document you can:’ area in the
top right. The Ticketed Transportation page will be displayed showing the added
record.
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feleo —%

)
- . _-(—"‘ ‘. Gelco
Information Netiwerk” Travel Marager*s.0

Nnriment Drenaratinn

iz Ticketed Transportation for Authorization 24-X¥0411021D
Susan Smith Quick Tip For this Document you can:
Traveler: To enter ticket information, elick Add. Freviously entered ticket information ean be edited with the (Fencil icon) or deleted Addl F—
with the (X icon).

[» Authorization
24-¥¥04110240

John Doe Back Continue I

Ticket No
= Document Summany 7R See Minerany 1 04711402 AIR 1,600.00 no

= Traveler
= Itinerary

» Ticketed Trans
= Expenses

= Lodging/MEIE

= Accounting

= Total:

8. If additional ticket records are required, click the Ticket button, in the ‘For this
Document you can:’ area in the top right, and repeat the Ticketed Transportation process.

a. Click the Pencil icon | to edit Ticketed Transportation records for necessary
changes.

b. Click the X icon to delete Ticketed Transportation records.

9. Click the button in the ‘For this Document you can:’ area in the top right. The
Expense Entry page will be displayed.
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F. EXPENSES

powered by
el |

)
V7
R e . L _BBlCH
e Trate! MaTager*8.0

Nnriment Drenaratinn
-

User:

Expense Entry for 24-XX0411021D
"::ﬂ;.m“h Quick Tip For this Document you can:

The Amow icon indicates a required field. Click Sawe to save the current expense and refresh the sereen so a

John Dee new expense can be added DM@
[> Authorization: Date @ [oantmonz =] 1 s e e
24-4¥041102JD [mmidatyypy] B
< bocament Sommen Expense Type | = Lookup Credit Card Expenses
= Traveler Desi’:f;‘”;e D $ave | Cument Expense
= Itinarary Miles Traveled I Done | Entering Expenses
= Ticketed Trans | |
Rate Selection l—;[ pechljRieontive
* Expenses
= Lodging/hiaE Rate
= Ascounting Cost @ Cost Options
= Totals Commants = [ Reimbursable
= Comments
0 Taxable
= Document Status
Expense
= Perform Pre-Audits _|LI Categary
= Preview Document 1 F Prit -
Mathind —I ﬂ
= Export Document
o Close Dosument Current Expenses

Tatal: 0.00

NOTE

The Date field will default to the begin date of travel. Change it accordingly when adding
each expense.

1. Add the following expense on the Expense Entry page:

a. Change the Date field to 04/13/02.
b. Select TAXI from the Expense pull down list.

=]
OV CAR USED -
GOV.CAR-AVAIL - (F 105) )
GOV.CAR-MAYEE AVAIL - (F 285)
GOWCC ATM ADVANCE FEE
HIGHIAYYBRIDGE TOLL
LAUNDRY! DRY CLEANING
LODGING TAX
MOTORCYCLE - ¢§ 2800
OFFICIAL CALLS
PARKING
FER.PERF-FOW
PERSOMAL CALLS-DOMESTIC
PERSONAL CALLS-FOREIGH
POV - (F .366)
PRIY.OWHED AlR - (§ .975)
REGISTRATION FEES
RENTAL CAR
SUBAY

|TIPS FOR TAXLLIMO l! il

c. Click in the Cost field or anywhere on the page. The page will refresh.
d. Enter 20 in the Cost field.

e. Click in the Comments field and enter Taxi to airport.
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2. Click the Current Expense in the ‘For this Document you can:’ area in the top
right.

powered b5 e
s A/ Geleo

Boen =y e : poos S P
Dmata i Nae? Travet Marager®s.0

Nnriment Drenaratinn
-

User:
Expense Entry for 24-XX0411021D
Susan Smith i J—
e Quick Tip For this Document you can:
The Ammow icon indicates a required field. Click Save to save the current expense and refresh the screen so a
John Do new expense can be added. :iuse e .
[> Authorization: Date @ Joaramz =] Use Foraign Caleulstor
24-¥X041102J0 ity [ B
= Lookup Credit Card Expenses
- Document Summary ExpenseType | =l
- Travaler Expense gy | Save | Curent Expense
Description
= Itinerany Miles Traveled | Done | Entering Expenses
= Ticketed Trans
Rate Selection -1 _Bak| _ continue |
» Expenses
= LadgingitZIE Rate
= Accaunting Cost @ Cost Options
= Totals Camments = O Rei mbursable
= Comments
O Taxsble

= Document Status

Expense
= Perform Pre-Audits _|L| Cetegery
= Preview Dacument 1 » Prit

Mathed ;I ﬂ

Export Document

o Close Dosument Current Expenses

04014/2002 TARI 2000

Tatal: 20.00

3. The Expense Entry page will display again with clear fields to allow entry of another
expense.

4. The expense record is saved and will be displayed in the Current Expenses area at the
bottom of the page.

a. Click the Pencil icon [ ] to edit Expense records for necessary changes.
b. Click the X icon to delete Expense records.

5. Click the button in the ‘For this Document you can:’ area in the top right. The
Lodging/M&IE page will be displayed.
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G. LODGING/M&IE

powsered b/

Nneniment Drenaratinn

User: Lodging/M&IE for 24-XX0411021D
Susan Smith Quick Tip For this Document you can:
Traveler: fin asterisk (%) in the Special column indicates that a condition has been selected in the Adwanced Lodging/M&IE
windou,

Lodging and MAIE expenses

VP
= /_Gelco
Travet Marager®s.0

John Do
[» Authorization:
24-¥X041102J0
Lodging/M&IE Data
= Document Summany

I

— & aammz L] 109.00 109.00 g8.28 108791
et s & garznz @ @ 108.00 0.00 0.00 109 /91
- Expenses & camanz & 109.00 109.00 21.00 108791
F LodgingM&IE focwamz ey} E] 109.00 109.00 g1.00 109 /91
Eaccciitng F qaranz e | B 109.00 109.00 g1.00 108 /a1
:;:::Enﬁ & varanz | 109.00 109.00 a1.00 10 £ 21
P G & garrinz @ B 108.00 108.00 51.00 108 /91
- Pariorm Prefudits F— O B 109.00 109.00 81.00 108 /a1
= Prewiew Dacument & camanz B B o.00 0.00 15025 108791

- Export Document

= Cloze Document

1. Because the Traveler will be in the air April 11 and 12 and not using Lodging, these

records need to be edited.

2. Click the Pencil icon [#] to update the 04/11/02 record.
3. Delete the 92.00 in the Lodging field at the top.

4. Change the date in the Apply Through Date field to 04/12/02.

e Update Lodging and M&IE Expenses for 24-XX04-11JPN (04/11/02)
Suzan Smith Quick Tip
Traveler: For this lodging day, you can edit specific actuals, leave data, meals provided stetus, lodging amourt, and If desired apply these changes
forward using the apply through tool
Susan Smith
[ Authorization: 24-XX04- Lodging
(UEH Per Diem Rate: 109 { 91
= Docutment Summary Lodging: |n.00
= Traveler Conference Allowance
« tinerary [ conference Allowance [ Conf Infu|
= Ticketed Trans Conference Rate:
- Expenses Actuals
» Lodging M&IE 1 Lodging
; Limit: 0.00
= Accounting O Meals
= Totals Breakfast: 0.00
Lunch: 0.00
= Comments Dinner: 0.00
» Document Status Incidentals: 0.00
«Pertorn fre-suats
« Preview Document ' Hone
- Expart Document @ annuat
) other
+ Close Documet: Hours: 0
Meals Provided
[ Brealdast
O Lunch
O pinner

Document Preparation

Without Saving Changes

Apply Through Date:
041 262002

5. Click the Expense Changes button in the ‘For this Document you can:’ area in
the top right. The Lodging/M&IE page will be redisplayed with the entries for the days

of travel in the air changed.
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v
g . Gelco
Travel Manager*s.0

i eln Nnriment Drenaratinn
user: Lodging/M&IE for 24-XX0411021D
Susan Smith Quick Tip For this Document you can:
Traveler:

An asterisc (") in the Special column indicates that 2 condition has been selected in the Advanced Lodging/MEIE
window, Reset All_| Lodging and MEIE sxpanses
John Doe

|>' Authorization Back I Cortinue
24-%%041102 10

= Document Summary

« Travaler F: Ldg Cost Ldg Allowed b & |E Allowed Par Diem Rate
p——— F i e | 0.00 0.00 15.00 109 191 XX
= Ticketed Trans J?nauzmz ® 0.00 0.00 oo 109791 XXX
- Expenses & camanz @ E] 100.00 100.00 21.00 108 /91
* LodgingM&IE P aears e | = 109.00 109.00 91.00 108 /91
RSty F i & 109.00 109.00 g1.00 10a /a1
= Total
ol B ey & 108.00 108.00 81.00 109 /91
- Comments 7
El 109.00 109.00 51.00 108141
« Document Status DAl T2 @& B
e R s i) El 109.00 109.00 g1.00 108 /a1
= Praview Documeant Fiviing @ El 0.00 0.00 15825 109 /91

= Export Document

= Close Document

NOTE

An “* " will appear in the Special column for each day that actuals or leave data is
entered. An ‘X’ will appear in the B, L, or D column indicating the meal is being
provided that day.

6. Click the button in the ‘For this Document you can:’ area in the top right. The
Other Authorizations page will be displayed.
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H. OTHER AUTHORIZATIONS

1. There are only two ways to display the Other Authorizations page. There is no direct
link, on the Document Processing Toolbar on the left side of the page, as there is for all
the other pages within the authorization document.

a. Click the button, in the ‘For this Document you can:’ area in the top right
on the Lodging/M&IE page, to go to the Other Authorizations page.

OR

b. Click the Other Authorizations Details link, located in the middle of the Document
Summary page, to go to the Other Authorizations page.

2. The following is a sample list of available Other Authorizations. Browse the list to
determine if and/or what approvals are necessary for the document. To select a specific
other authorization for the document, click on the name of the Other Authorization in
the Master List of Other Authorizations. The other authorization will be removed
from the list and will be placed at the bottom of the page in the Other Authorizations
for Current Document area. This will allow entry of any additional information
required for approvals or will cause the document to be routed to a specific
reviewer/approver. See the DFRC Standard Procedures Guide for more information.

NOTE

An Other Authorization with double asterisks indicates additional information is
required. After selection, the other authorization must be opened to enter the
Justification.

An Other Authorization that is in UPPER CASE may bring conditional Reviewers
into the routing for the document.

For example, if PERMISSIVE TRAVEL (Cost Sharing) is selected, the conditional
reviewer who handles Permissive Travel approval will be added to the routing list
when the authorization is stamped and signed.
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Master List of Other Authorizations

15T CLASS MODE =

Aboard US Wesse| ™

Actual Lodging ™

Actual MEIE =

AIRCEAFT: COMTRACTOR OWYNED =
AIRCREAFT: SEE REMARKS ™
BUSINESS CLASS MODE =
Conferance Allowance - Mon NASA
Contract Hotel ™

COTRE AFPROWAL =

Crriver or Pilot - 10 passengers ™
Excess Baggage ™

E:xtended Foreign/Mon-Fareign % ™
E:xtended T

FOREIZM TRAVEL AUTHORIEED
Zow't Wehicle Authorized
IMWITATIONAL TRAWEL ™

LABOR MANASERMENT MEETING
Leave or personal days taken ™
LOA COST/ALOA MO COST =
Lowwest Price Contract Carrier Mot Used™
Military Personnel Lodging ™

Military Personnel hdeals **

Military Personnel Traveler ™

Other 1 fadditional area for comments)

Other 2 (additional area for comments)

FPassenger - Identify DriverPilot ™
FERMISSIWVE TRAWEL

FPersl Pref: Commercial Tranzp.
FPers'l Pref: Privately Cwuned

Fersl Pref: Rental Acquired

POV Advantageous ™"
FRE-EMPLOVMENT INTERWIE
FROGEAMMATIC TRAWEL ™7

Eegistration Fee Entitlement **

Eental Car: Mon-Economy ™

EUSSIAN TRAVEL AUTHORIZED

505 Medvac ™

Special Meeds for TravelerAttendant ™
SPOMSORED IN-KIND TRAWEL ™
SPOMSORED REIMBURSABLE TRAWEL ™7
Tawxi at T Authorized

Wariations Authorized ™

Wicinity Mileage Authorized

Other Authorizations on Current Authorization

3. Click the FOREIGN TRAVEL AUTHORIZED link in the Master list of Other
Authorizations. Notice it moves to the Other Authorizations on Current Travel
Authorizations at the bottom of the page.
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Other Authorizations on Current Authorization

b4 [FOREIGN TRAVEL AUTHORIZED

4. Click the FOREIGN TRAVEL AUTHORIZED link in the Other Authorizations on
Current Authorization area at the bottom of the page. The Other Authorization
Remarks page will be displayed.

5. Enter the following in the Remarks field, ‘Travel to Toyama, Japan, for training.’

powered by /%)

Bien % 7 ew

e
1N — —"‘/ /. Gelco
Information Netiwerk” Travel Marager*s.0

Nnriment Drenaratin

LEss Other Authorization Remarks
Susan Smith Quick Tip For this Document you can:
Traveler: Add or update remanks for the Other Autharization. If Other Authorization has **, enter the required infarmation. If Other
Authorization is in all cap lefters, this is an alertwhish needsto be selested if sondition exists for conditional routing to be save |Rematks
John Doe emvoked.
[> Authorization

Cancel | changes

24-XX041102.J0 FOREIGN TRAVEL AUTHORIZED
* Document Summary Remarks

Travel to Toyama, Japan for raining =
= Traveler

= ltinerary

= Ticketed Trans 2
L] ¥

= Expenses

= Lodging/MadE

= Accounting

= Total:

6. Click the Remarks button in the ‘For this Document you can:’ area in the top
right.

7. Click the Taxi at TDY Authorized in the Master List of Other Authorizations to
select it from the list. Notice it moves to the Other Authorizations on Current Travel
Authorizations at the bottom of the page.

Other Authorizations on Current Authorization

b4 FOREIGH TRAVEL AUTHORIZED
b Taxi at T Authorized

a. Since Taxi at TDY Authorized does not have double asterisks (**) next to it no
additional information is required to be entered in the remarks. Taxi at TDY
Authorized also will not initiate any conditional routing because it is not in upper
case.

b. This Other Authorization is selected in order to receive authorization to use a taxi at
TDY prior to beginning travel. The reviewer and/or approver will determine if it is
allowed or not allowed. If not allowed, the other authorization will be removed from
the document, and no reimbursement to the Traveler will be made if the voucher
includes Taxi at TDY as an expense.

8. Click the button in the ‘For this Document you can:’ area in the top right. The
Available Accounting Codes page will be displayed.

08/02/02 TM-2, V1.1 Page 23



DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL AUTHORIZATION CROSSING IDL

I. ACCOUNTING

e &

A
oo 7% e — /_Gelco
Dmata i Nae? Travet Marager®s.0

Nnriment Drenaratinn

LEs Available Accounting Codes for 24-XX0411021D
Suzan Smith Quick Tip For this Document you can:
Traveler: Onee two or more accounting codes are selacted, the Allocation button is enabled. Addl New Acosunting Code

John Doe Enter Search Criteria Back | Continue
[» Authorization:
24-¥X04110240 Accourting Code I Search I Retrigwe I

= Dacument Summary

Master Accounting Codes Clid g Label to add to Do

= Traveler
= Itinerany Search Results Prew A0 Hesd 10

= Ticketed Trans

= Expenses

= Lodging/MaE
Accounting

= Totals

= Comments

= Document Status

= Perform Pre-Audits

= Preview Document Accounting Codes for 24-XX041102JD Click an item to e
= Export Document

Orgmization Label
= Close Document

i Edit x Delete

1. Click in the Accounting Code field and type 24-XX2-09200ABC.

2. Click the button next to the Accounting Code field.

3. The 24-XX2-09200ABC Label will be displayed in the Master Accounting Codes area
in the center of the page.

p VP
, ¢—= ‘. Gelco
Goleo —gat
i e 2 Travel Marager®s.0
noout Hely Nnrmiment Drenaratinn
LoEE Available Accounting Codes for 24-XX0411021D
Suzan Smith Quick Tip For this Document you can:

Traveler: Onee two or more ascounting codes are selected. the Allocation button is enabled. Addl T —

John Do Enter Search Criteria Eack | Cortinue
[ Authorization:
24-¥X041102 10 Accourting Code | Search I Retrigwve I

= Document Summary

Master Accounting Codes C wting Label to add t

= Traveler

= Itinerany Search Resulis i Frew 10 Hesd 10
= Expenses

= Lodging/M&IE

* Accounting

= Totals

= Comments
= Document Status

= Perform Pre-Audits

= Preview Document

g Codes for 24-XX041102JD Click an item t
# Eirse boadment £ R zax 242X2.00200000 0UE00000. . .. 24, 2. 42, 00, XX, 000 Extended

f Edit x Delete

= Esport Document
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4. Click the 24-XX2-09200ABC Label to select the Accounting Code in the Master
Accounting Codes area at the top of the page. Notice it will be listed in the bottom half
of the page in the Accounting Codes for Current Document area.

Document Preparation

Lass Available Accounting Codes for 24-XX04-11JPN
Susan Smith o
Traveler: Quick Tip
Ohce tvwo OF more accounting codes are selected, the Allocstion button iz enabled. -m heww &ccourting Code
Susan Smith
Authorization: 24-XX04- Enter Search Criteria
(ULIEH) Accounting Code | —

« Document Summary

Master Accounting Codes Click Accounting Lakel to add to Document
Prev10 Hext 10

« Traveler
« finerary
+ Ticketed Trans 24 24-FR2.32096000  3299600....24. 2. 6.93. FR. 000

« Expenses 24 24.RR2-09200000  0920000....24. 2. 6. 00.RR. 000

« LodgingMaE 24 09200000, . 2121. . 24. 2.8, 00, ¥X. ABC
+ Accounting

« Totals

» Commerts

» Document Status

« Perfarm Pre-Aucts

» Preview Documert

« Export Document

= Cloze Document

Accounting Codes for 24 XX04-11JPN

ﬁ x 24 24-HK2-09200ABC 08200000, 2121, 24 2.3 00 KX ABC Exdended

5. Click the Pencil icon next to the label for 99-XX12345 at the bottom to edit the
Accounting Code information. The Update Accounting Code page will be displayed.

a. Click the Pencil icon [¢'] to edit accounting code records for necessary changes.

b. Click the X icon to delete accounting code records.

powered by /%)

Galon —% ¢ e

VPe
= /_Gelco
Travel Marager®s.0

Nnrniment Dranaratinn

e Update Accounting Code for 24-¥X0411021D

Susan Smith Quick Tip For this Document you can:
Traveler: You must enter an account label before Updating the Extendad Acct Codes.

. Updzte | Extended Acet Codes
John Doe Save | Acct Cods Updates
[ Awthorization Label  [24-xx2-00200000 O Save cade

24-HX041102J0 and extended Accounting Cancel | Acct Cods Updates

o Orgsnizstion  |24% = codes to master list
= Document Summary
= Traveler
= ltinerary 5

Accounting Codes

= Ticketed Trans

= Expenses Frogram Code 09200000 Program Year |2
= Lodging/hi&lE
edding Function | Fund Sourse 4z
Accounting
Otject Class | Meth of 2t [00
= Totals
= Commants Reimbrs Code | Org Code  [xx
= Document Status Certer D[22 Part 10 [ooo

= Perform Pre-Audits

= Preview Document

6. The Part 10 field will be populated with the 3 digit sub rad.
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7. Click the Acct Code Updates button in the ‘For this Document you can:’ area in
the top right. The Available Accounting Codes page will be displayed again.

powered /%)

BBlen =L, Few . Gelco
Informatior Network”

p—
Travel Méadager*8.0

Morment Drenaratinn

User: p :
Available Accounting Codes for 24-XX04110210
Susan Smith Quick Tip For this Document you can:
Traveler: Once two or more accounting codes are selested, the Allosation button is enabled. did | New Acoounting Code
John Doe Enter Search Criteria Back | cont
B suthenieaton: Lo e
24.¥X041102.10 Accourting Code I Search Retrigwve

« Document Summary

Master Accounting Codes Cligk Aocounting Label to add to Document

= Traweler

Search Results Preas A0 Hest 10

= Hinerary

Organization

= Ticketed Trans

= Expanses

« Ladgina/M&IE

¥ Accounting

= Totals

= Comments

= Document Status

» Perform Pre-Audits

= Prewiew Bocument Accounting Codes for 24.XX041102JD Elcanlitemitclediutie sl
= Expaort Document Classification Code
0 Cls Beetmen F 3 sax 24Xx2.09200000 00200000, . .. 24. 2. 42. 00, XX, 000 Extended

fEdit xDelele

NOTE

When multiple accounting codes are used and the Allocate link is displayed to the
right of the Extended Code column, the funds must be allocated appropriately.

Preparer must contact Help Desk to establish appropriate routing list when
multiple organizations are funding the trip.

8. Click the button in the ‘For this Document you can:’ area in the top right. The
Total Details page will be displayed.
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J. TOTALS

5

powered by 7% v
e 2.«., s——=/_Gelco
infarmation Netwark” Travel Méanager*s.0
H Narniment Prenaratinn
Lo Total Details for 24-XX0411021D
Susel St Quick Tip For this Document you can:
Traveler: Click the “iew Advances for Document to add or update an advance. [> wiew Advances for Document
John Dos Tetal Estimated Expenses: 2,007 25 Back | _continue |
[» Authorization Camputed Advance Authorized: 0.00

24-3¥041102.D Advance Requested: 0.00

= Document Summarny
» Traveler

o Loy Expense Category Details

= Ticketed Trans

gony Organization
COM.CARIER 247, 24 XX2-09200000 1,600.00

« Expensas

= Lodging/M&IE LODGING 243 2445209200000 6854.00
= Accounting MEIE 24% 24-XX2-09200000 72325
» Totals TARITIPS 245 24-%42-09200000 20,00
* Comments

= bocument Status Expense Category Advance Details

» Perfarm Pre-Audits

Expense Category

= Preview Document

1. The Total Details page displays a summary of the costs and the accounting codes that
will fund the travel.

2. Click the button, in the ‘For this Document you can:’ area in the top right, to
display the Comments page.
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K. COMMENTS

i ° —":f Gelco
Tratel Marager*8.0

MNartiiment Prenaration

User:
Comments for 24-XX0411021D

Susan Smith Quick Tip For this Document you can:

Traveler: Click Apply and preset comments are inseded into the Comments field. Comments can also be typed direstly into the spply | Preset Comments
somments field. Comments apply to the entire document. B

John Doe Szve | Comments

Authorization Comments [ oucher dug & days after completion of yeur tr -
e P ¥ P

24.X%041102J0 Back | _Continue
= Document Summarny Close | without Saving Comments

= Traweler

= Hinerary

= Ticketed Trans =
= Expenses ] _>|_I
= Lodging/M&lE

= Agcounting

= Tatals

+ Comments

= Document Status

1. The Comments page displays the preset comments that were entered on the Itinerary
page. If ‘“Voucher due 5 days after completion of your trip” is not in the comments box,

click the Preset Comments button in the ‘For this Document you can:’ area in
the top right. Enter any other necessary comments after the preset comments.

NOTE

Click the button, to the right of the Comments box, before typing additional
comments. All comments will be erased and replaced with the preset comments when the

button is clicked.

2. If comments are entered, click the Comments button in the ‘For this Document
you can:’ area in the top right. The Document Summary page will display to review
the document before going to Document Status.

3. Click the button in the ‘For this Document you can:’ area in the top right.
The Status Page will be displayed.
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L. DOCUMENT STATUS

VR
=/ _GElcD
Tratel Mardger*8.0
R Maciiment Pranaratinn
s Status for 24-XX0411021D
Susan Smith Quick Tip For this Document you can:
Traveler: The Signature FIN is case sensitive!
Stamp_| and Submit Document
John Doe
[> Authorization: Back | Cort
24-¥3041102J0 _Back | Cantinue |
.+ Decument Summary Statusto Apply [SIGNED =]
= Traweler Sigrature FIN |
= Hinerary
=
= Ticketed Trans
Remarks -
« Expensas q D
= Lodging/M&IE
= Accounting
= Totals Document Routing Thig izthe routing path the cument document will take onee routed
= Comments
+ Document Status Susan Smith SIGHED 0
= Peform Pre-Audits
« Frewiew Document Document History or
« Export Dosument paterime__—________________________________Jtaws_____________Jme
OTH7MOZ 5:23FM FST CREATED Susan Smith

= Close Document

1. Note the Status to Apply value. It should be SIGNED for this document.

2. Click in the Signature PIN field and enter the appropriate PIN.

NOTE

The Remarks field is to be used by Reviewers and/or Approvers to note approval or
disapproval. Comments should be entered on the Comments page.

The routing cannot be changed after the document is signed and routed.

Be sure the correct routing is assigned to the document. It is very important to assign the
correct foreign routing list to the authorization, because the Voucher will use the same
routing list that includes the Centralized Travel Office (CTO).

Click the Traveler link on the Document Processing Toolbar on the left side of the page to
verify the routing.

3. Click the and Submit Document button in the ‘For this Document you can:’
area in the top right.

NOTE

These steps to sign and stamp can also be performed in the Document Summary page.

4. The Pre-Audit Results page will be displayed.
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M. PERFORM PRE-AUDITS

powered /%y
P

-
=l ——— /. _GpleD
it - Tratigl MaTager 8.0

R H Maciiment Prenaratinn
-
User: Pre-Audit Results for 24-XX0411021D T
Susan Smith Quick Tip For this Document you can:
Traveler: g Click the hMagnifying &ass icon to view detail comments for each audit process Justity | Pre.Audit Resutt
John Doe Dacurnert Name: 24-X4041102)0 Cortinue IStampir\g the Document
Typa: Authorization Ccarcel | Pre-Awdit Results
Traveler: Doe. John
Status: FAIL
3 s

B actuss st PASS
[E\ sprrOvED BY TRAVELR PASS
[\ sprrOvED BY TRAVELRZ PASS
B spPROVED BY TRAVELRS PASS
B casH apvances BxisT PASS
[ conrFereNcE aLLowaNCE FASS
[ parLy expensE THRESH PASS
[E exp catecory UsED PASS
B exp catesory usED PASS
[ exp catesory usens PASS
B\ expENsE caTESORIES FAIL COM.CARIER GREATER THAN 1000.00
B Launpmviory cLEANING PASS —
B eave exisTs PASS
B miLimary PERSONNEL PASS
B non conTRacT aiRFaRE PASS
[ oTHER AUTHOREZATIONS PASS
B oTHER ExPENSES PASS
m -l

1. Review the Pre-Audits Results that Travel Manager processes for the Authorization.

2. If any item needs attention, the word ‘FAIL’ will be in the Status column. A comment
describing the failure will appear in the Comments column as shown above. A ‘FAIL’
may be a warning to draw attention to a particular process to ensure the Preparer has
entered/reviewed the data correctly.

NOTE

Click the button, in the ‘For this Document you can:’ area in the top right, if
changes are necessary prior to signing. The document will not be signed and will not be
routed. The Open Existing Document link, on the Document Processing Toolbar on the

left side of the page, can be used to open the document for update.

Click the Pre-Audit Results button, in the ‘For this Document you can:’ area in
the top right, to describe any audits that fail and need further explanation.

3. Click the Stamping the Document button in the ‘For this Document you
can:’ area in the top right. The document is signed and routed. The Travel Manager
main page will be displayed.
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-
Y/ Geleo
Tratel Mardger*8.0

Nariiment Prenaratinn

User:

Susan Smith

Traveler:
[} Create a New Document
[> Open Existing Dacument
[» Review Documents
[} Delete Documents

[> Copy Bosument

[» Import Documents

4. An e-mail message will be sent to the first person in the routing list.

NOTE

The authorization is approved when the final person in the routing list has stamped the
document.

An e-mail is sent to the Traveler to confirm the document has been processed.

The Traveler can print the authorization any time after the document has been stamped by
the final person in the routing list.

NOTE

Travel Manager replaces NASA Form 386 “NASA Travel Order” Only. All other foreign
travel requirements, including 6 weeks lead time and export control documentation, must
still be adhered to.
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O. OPEN EXISTING DOCUMENT (VIEW/UPDATE)

1. Click the Open Existing Document link on the Document Processing Toolbar on the left
side of the page. The Traveler Listing (Open Document) page will be displayed.

v
——— L _GBlEn
Tratel Mardger*8.0

Maciiment Pranaratinn
User:
A Traveler Listing {Open Document) Document Search (Open Document)
usan Smi
Traveler: Quick Tip Document List Click on an entny
Type one or more leters of the trawelers last name and olide
Search. Then, click the travelers name to list all documents. Travweler: Susan Smith
» Open Existing Enter Search Criteria B suthorization 245051300 MR Hia
Documert & authorization 247405130255 0511302 CREATED
[ Review Bocumen B authorization 24-5X04-11JPN 0411102 SIGNED
b Bl beatmets Documert Type [ALL =] Bl autnerization 2HIHOSTOC I R
L Copy Decument Traveler List Click on an entry = B aunarzation 2AXAOHOTDE-1 40702 CREATED
Import D s
[ Import Documen Search Results Frew 40 Next 40 Bl autherization EESRERRD TEERDE  [SIERED
EID
Smith, Susan 240-00-0008

2. Enter one or more characters of the last name of the Traveler and click the button
located to the right of the last name field.

3. Click on the name of the desired Traveler from the Traveler Listing (Open Document)
area. All documents created for that Traveler will be displayed in the Document Search
(Open Document) area on the right.

a. Documents that have been created but not routed will have CREATED in the Status
column.

b. Documents that have been created and routed will have various stamp values in the
Status column, some of which may be SIGNED, ADJUSTED, REVIEWED,
APPROVED, MGT REVIEWED or MGT APPROVED.

c. Documents that have completed processing will have DATALINKED in the Status

column.
Document Preparation
User:
E—— Traveler Listing (Open Document) Document Search (Open Document)
LIDEr Quick Tip Document List
Type one or more lefters of the traveler's last name and click Search

> Creste a New Document Then, click the traveler's name to list all documents

+ Open Existing Enter Search Criteria B suthorization 24-KX-05130285 054302 CREATED

Document B authorization 24KM04-11JPH 0441102 CREATED
[> Review Documents Last Hame
B voucher 24-44-05130253 054 3002 CREATED
[> Delete Documents Document Type _

[> Copy Documert

Traveler List

[> Import Docurnerts

Smith, Susan 240-00-0009

4. Click the Document icon =] next to the document created in the previous exercise. The
Open Document Signature page will be displayed. If the Traveler has not signed the
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document, the Open Document Signature page will not display, and the Document
Summary page will open directly.

Setup  Reports  Logout  Help Document Preparation

s Open Document Signature
S (L Gty Quick Tip For this Document you can:
Traveler: The Signature PIN is case sensitive! Sign | to Review Document
Signature for Adjustmert | Gf Document as Wiew-Only

[» Create a New Document

' Open Existing Cancel | Opening Document
Document

[» Review Documents
[» Delete Documents
[» Copy Document

[» Import Documents

5. The document can be opened one of two ways:

a. Enter the appropriate signature PIN and click the to Review Document button,
in the ‘For this Document you can:’ area in the top right, to adjust the document.

OR

b. Click the Document as View-Only button to open it as view only.

6. Click the Document as View-Only button, in the ‘For this Document you can:’
area in the top right, to open the document as view only. The Document Summary page
will be displayed.

Document Preparation

LRE Document Summary for Adjustment to Authorization 24-XX04-11JPN (View Only)
e Sl Quick Tip
- For specific information, click on a Details link. You can sign and stamp your documert from the Document Status section. Enterirg Document
Suzan Smith izati
b ?ﬁs'?rizalion: 24.%X04- Travel Amhn:ﬁr‘l;:r Currert Documert
Traveler Details 240-00-0009 , Susan Smith
Document Summary s N
T ‘ Purpose Description Trip to Toyama, Japan
= fraveler Hinerary Details TOYAMA,JPN 04/11/02 - 04/19/02
» ltinerary

Ticketed Trans Details $1,600.00
= Ticketed Trans

Expense Details
Expense Details Expense Summary
= Expenses

= LodgingMEIE

L] f 0411372002 TR 20.00
= ACCOLrting Total: 20.00
» Totals Lodging/M&IE Details $1,536.50
= Comments:

Other Authorizations FOREIGN TRAVEL AUTHORIZED
- Document Status Details Tayi at TDY Authorized

= Perfartn Pre-Audits Accounting Details [ ccounting Summary

= Previewy Documert

= Expart Document 24-Kx2-0920045C 3156.50
= Cloze Document Total: 313650
Totals Details | RSYIESAET T
Estimated Cost 3,156.50
Advance Requested 0.00

Enter Comments “Youcher due 5 days after completion of your trip

Document Status ;TR nter Status/PIN to stamp this document
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7. Click the Document Status link, on the Document Summary page or on the Document
Processing Toolbar on the left side of the page, to view the Status page with the routing

Document Preparation
User: . :
Status for 24-XX04-11JPN (View Only)
Susan Smith o
Traveler: g Quick Tip
The Signature PIN iz case sensitive!
Susen Srith
[ Authorization; 24-XX04-
11JPH
 Documert Summary Document Routing
+ Traveler KATRINA MLLER REVIEWED 5
= tinerary. KATRINA MILLER: MGT REWIEWED 10
- Ticketed Trans KATRINA MILLER MGT APPROVED 15
= Expenses
« LodgingMEIE Document History
= Accourting .
07105102 4:23PM PST CREATED Susan Smith
- Totals 0705102 4:50PM PST SIGNED Susan Smith
LCorarert:

8. The Document Routing area shows the routing path the document will take. The
Document History area shows what has happened to the document.

9. Click the Close Document link, on the Document Processing Toolbar on the left side of
the page, to close the document.

10. If adjustments were made, sign and stamp the document, and the document will be
rerouted to the approvers with the new changes.

NOTE

The routing cannot be changed after the document is initially routed.
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